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CIA INTERNAL USE OMLY

23 January 1957
Suagasticn No. 224

Qﬁiﬂmﬂﬁm§3985§xigal 20 February 1956
STATINTL | | - Office of Training Instructor GS-12

" A. Supmary of the Suagestions

Suggester proposed a regulation or notice with
25X1 Headquazrters gdistribution which would concern
the ethical conduct of employees in the sale ox pur—
chase of property and supplies to or from the Agency.

B. Evalvatien of ihe Congerned Offices

STATINTL | lof the Office of Logistics on 10 January
1957 stated that as a result of this suggestion, OL is
in the process of obtalning the approval of a new regu-

STATINTL lation. The regulation which is identified as R and

has been out for coordination and returned.
n rewcitten and on this date is in the Office
of the Director of Logistics for signing prioxr to further

*
. 2 - Kod) At prerirrdd :
STATINTL coordination ( /l 27 /?(.S'l py> ALan_ 2 167,:/)%
C. Becemmgndation. of the EXecuiive Secrefary:

Because the processing time of this suggestion
could be many months, we propose to
1. send a letter of appreciation to the suggester
2. clore—the—eese
3. place the file In a tickler and recheck with
OL periodically to determine status
4, reopen the case and give a cash award when
and 1f an award is in order.

” (4"}!\ W
ey ot =
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Sugp:;ation No. 2310

dats of Suggestion: 27 March I98%
STATINTL

| | ffice of Logiatics Chie?, Support Section

Ao Svmwery ef e Sugpestion:

“aggesier proposed that the OCR Library include on their
,mweuout slip which accompanies all publications on loan
~# the llorary, the telephone number to call in the event
;4 extehaion of the loan is required or information ra-
#arding the publication is desired.

‘o Eveluation of tha Concerned Offices
The CTA Librery on 19 December 1956 stated the following:

“The CIA Library, Girculation Branch, has been starping a
telaphone extension on the charge-out slip-Form 310, 1 Sept~
amber 1956~ since ths middle of September 1956,

"The two and one<half montha of experience with this
atamping method revealed the following:

2. The Circulation Branch staff noticed a deeline in
the number of telephone requests to wrong exten-
aions

b, One ocontrol section in another office of ths
sgency requested that the Library noi stamp the
wxisnsion on the charge-out alips for classified
material borrowed from outside agencies.

¢, The Library staff members feel trat the use of
the stamp has proved veluable and shculd be
continued. The branch libraries were stamping
their charpe~out slips with the branch library
address, but not telephone extension, before
the suggestion was made to the Library.

«-.'e conclude that the suggestion is of some, though

limited walue, to the Agency and suggest that a nominal cash

rounid 18 no¥ appropriate in recognition of suggester's services,"

G» Recormendation of the Exacutive Secretary:

fipproval, Award of $10 to $25 based on intangible bene-
£its.

0/ LIA INTERNAL USE ONLY
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SN EDEMTIAL
Suggeetlon No. 2328

Dote of Buggeerion: 2¢ April 9%

25X1A | | ) — .

A. Oummry @f he Sugueeticy:

Suggester proposed that mmbered typing spaces bYe printed
slong the edge of Agsacy statiocnery to save typists from guessing
mmd&»ﬁummman.

B, mumamwmz

Chisf, Records Menagement Staff on 1k May 1056 stated the
‘fonu'ing: :

*This Staff concurs in the basic ides of providing typists with
these typing guides. Presently they are on psper offset masters and
stencila, and the Agensy recently ordereol hectograph masters which
will have these guides. Eowever, it is only con idered practissl to
print these guides on stetionery or dupliesting masters when it can
‘be done simltaneously (and tharefore without added cost) with the
printing of other materiel on the masters or stationery. Even in
these cases sppearsnce mist be considered. Fopr example, it would
not be sppropriate to priot spese nunbers along the elge of the let-
terhead stationery used by the Director, the Deputy Diftector and
other offieials.

"The one possibls exception to this ruling on appearanse is the
U.8. Govermment Offige Memoranfim, Standsrd Form No. 64. Since this
stationery 1is used exslusively for intercffice ctorrespondencse, I feal
that it would be appropariate to print ca the form an uncbtrusive
guids sush as a single tiok mark. Buch & merk slong the edge of the
paper would indisate to the typist that, for oxample, only one mose
ineh of typing spese remeined on the page.”

Chief, Revords Mansgement Steff cu 29 Novesbexr 1956 stated the
ILLEGIB following:

"Ihe Buresu of the Buldget stated that it had no cbjection to ths

t‘:tam.llmrkouw,toaidmm in deternining how much
remained on a page. Thersfore we will have such a merk plased
stocks of SP5L printed in the future. This action will adopt &

dification of the employee's suggestion.”

lccnmendation of the Executive 3

Approval. Award of $10-825 based on intangible benefits
Ap;Fﬂ;@‘ bonefiza decb applitratisiDP80-00832A000200070031-4
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CORFIDENTIAL 17 Jamuary 1957
Suggestion No. 234

25X1A Date of Suggestion: 9 May 1956
| | Office of Operaticns Admin. Asst. GS.-7

A,  of the ion?

Suggester proposes that Form No. 955, Training Course Attendance
Record, be adopted by the Agency for a permanent record fils of Agency
paid training activities.

B. Evaluations of the Concerned Offices:

25X1A Comments of are
as follows:

"Waether or not her suggestion that the form be used as a standarxrd
STATSPEC Agency foxm is accepted, [ | wishes to recomsend her for meritoricus

consideration baged on the valus of the form to the Division. The
Division frequently requires ready access to current and cumulative
information on employee’s training. While her position in no way
requires form design she created a simple and efficient form whieh
serves the Division's various requirements sc well that no changes
vere considered necesssry in the dasic design.

Chief, Plans end Policy Staff, OTR on & June 1956 made the
followipng statemsnt:

"The form proposed appears to meet the requirewments of the Train-
ing Officers in maintaining an sdequate record by external coursss
of the matriculation of the employees of s division or other component.”
Chief, Intelligence School on 25 June 1956 stated the following:

“The suggested form has proved to be useful for[ | and the STATSPEC
suggester might well be given a nomlnsl award for this degree of

adoption.”
Co Reccmmendstion of the Executive s.cutarz:

Approval. Award of $10-25 based on intangible savings.

£¢
JK’
re CONFIDENTIAL
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CONFIDENTIAL
Suggention No. 2368

Date of Susmestion: <5 May 1956

. offire of Industrisl Contrasts Audit
Bxench 08-11

he

B.

Summary uf the Suggestion:

Suguceater proposes a method of mmeriesl hend-sorting of
chenis -

Evalustion of the Concerned Office:

Chief, Techuical Acoounting Staff, Office of the Comptrollesr,
on 2 Novesber 1956 astated the Tollowing:

“Taig suggestion has been adopted within the Industrial Con-
tracte Auwdit Branch, Pinance Division snd is presently being used
by one employee. As previocusly stited in this Office’s evaluation
of the suggestion on 27 June 1956, the total volume of checks sorted
by this method is spproximetely 1500, and since the checks ave re-
ceived in several batchem, probebly not exceeding 500 in any one
bateh, the savings in man hours is nomincl.

“The Chief, Industrial Contreots Audit Branch stated that the
sugaestion was submitted by & member of his office who is not ail-
rectly associated with this funetion within the office. The sug-
gester noted an individual sorting chacks, mede this suggestion
within hie own office vhere it was adopted, and submitted the
suggestion formally for its possible uge elaewhere in the Agency-
This suggestion apparently does not come within the Job description
of the muggester.” '

SA EOTE

Tais suggestion wes doferred from the Suggestion Awards Novenber
Comnittee mesting to determine if the idea wus & duplicate of pre-
viously considered mimerical hand-gorting devises.

I lof the Records Menagemept Staff/MgtS stated this
is not a duplicate,

C. Recomeendution of Executive Secretary:

Approval. - Awerd of $10 based on intangible benefits.

o #iv
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. SEGRET 18 Jamuery 1957
Suggrstion No. 21k
Dote of Suggestion: 25 Juno 1956
25X1A | | Cemptroller/Mnense  Pissal Accounting Clerk

Busgostions

. Wmoauamuimdmwmwmm
mi&muu;wmmmﬁmmwmmgmm
Divi °

Bo Evalustion of thp Com cwﬁM.._;.@_._m:
B mofneantthacwmmrma‘? mmsmmm fonams."

"It is mummnﬂac for adoptim.

C. Acticns of the Busoutive Seorotary:

30Ausuat 1056 hie suggestion was presented ¢4 the Sumstim
Avards Commitiee with o vecammendetion for an award of $55.00, $35.
for intangible sevings of $665. plua $20. for intengible ssvings
{elignt benefit-lirdted spplication)..

A% the mating the Comaitiece detemeﬁ aetfmn and ecksd thet
25X1A _ | | iuvestigate further this idea and repoxrt

thelr Tindings to /8,

The result of !neir investigetion is quoted below from memorsndum
da.'kedl'rsm:": 1956 frem C/TAS:

A
/ "The sugges’ion was oiginally recomusnded fcw ‘afopticon, based on’

/' avallable informetion a8 it sppeared to heve very desirable edvantages.
!/‘ Howsvey, in €'o process of modifying the form; it was learned that en
/ importent ohenge in regulations was aiso under donsidsration ubish
/ .mmaimmtcnﬁmnaﬁfma&tysmwmmuwmeaw

"m cmwlaw& change 1s repozrted fop yowr wdma&m, since
\ dbom 4% umuinvomthemdfmplmimthewum¢
. Aloptlon i the suggestion is being deferred psnding fesuance of the

M& it regnlationa.”

nammmzatocmimmmn asam'u@penuugamald
the mnge in the vegulatlcas for he eef'hima To dals this bad not
been recoived. (%QG1
- Rectimendstion of mmmm-s@m=

r letter of miation, wm zeopen 1f Suggestion is edopted by
Tesinioal Awawzt ;

Agpgaued henReleas n- 03 TRe 7= ol TR 00832A033§038738‘§? fime

r gmm
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CIA INTERNAL USH ONLY

Suigsation Ko, 2517

Date of Suggestion: 7 Septumber 195§

STATINTL | | Office of Rescarch anfl Reports Analyst GS- 12

A, jsvmmery of the Sugpestion:

Suggester proposed thet steps on the stairwsys in M Bullding
and any othse such stairways, so constituted, fn Agency occupled
temporary ouildinge, bo covered with material of a high frictional
quality. The nubs on these "non-gkid" ateel steps have becoms
vorn %0 the point that they are extremely slippsry. '

B, Eyadvatica of Comnerned Offices:

the Office of iogistics on 18 Decenbsr 1956 stated the
follewing: ‘

"This condition was reported to the Superiatendent, FES,
Stats Group. As a vesult, the steps and landings were
washed with gine browide and e coat of paint and sand was
applied, This work vas completed on 23 Noverber 195¢. -

"While the suggester lLus aided in the elimination of e
hagardous condition, the method of reporting same ¥
questloned. It is the duty of every Agency employae
»~— G0 Teport the presence of hazardous conditions without
7»9€'§delay° A telephone call dirsctly to the Space, Main-
;Lenance and Facilities Branch or to the appropriate

-~ Adminlptrative Office would have received prompt correce
Ytive action, The channelization of Employes Suggesticns
through appropriate organization levels 18 a time cone
suming procedure which the Agency cannot abide when hazaps
dous conditions ars involved,

"It is reconmended that the suggester be commended for
his intereat in irproving Ageney facilities.”

The CIA Safaty Officer on 8 October 1956 stated the
following: :

"An inspection of these stairways in M and Q Buildings
‘has been made by the Safety Officer and it was noted thet the
five stairuays used to enter restricted aress in thesa two
builldings have been worn smooth by conatant use.

; -RDP80-00832A000200070031-4
Approved For Release 2003@8{1 gm%ﬁu&) E0-0983;
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suggestion No, 2517
{Contt)

Thers are two steilrways la Q Bullding and thres in M
Building that are used by personnsl to mn exiyrense extent
besause of the verlous restricted functions in these two
ldings., Therefors, this suggestion is approved elnce
3% is believed that sore form of stair covering will
inmrove walking conditions on thess stalrs,”

434G Note

Telephone conversation on 3 January 1957 with the CIA Safety
ffiecexr revealed that the vearing off of the nubs on the steps
i@ very likely a. process that would take vears. He alsc polnted
o0t that ths CIA Safsty Officer and the Logisties perasonnel
coparently hed missed this condition on tholr routine checks.

bl

3. Recopmendsticn of the Executive Seereisry:

, Approval, Award of $10-25 based on intangible benefits
{31ight benefit-limited appli?&.ti.on)

STATINTL ,

/
/1 ’ ;
mé / 'j:,?

™
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22 January 1957

' CONFIDENTTAL
Suggestion No. 2539

Date of Suggestion: 1B September 1956

FI/RT (Digtet Gt
ID/P Divis/ion Clerk GS-6

A. Summary of the Suggestion:

. Suggester proncsed that fatigue mats be provided for
the persomnel in the Dispatch and Pouch Section of RI/FI
who are required to stand for long pericds of time,

B. Ewvaluation of the Concerned Office;

Chief, RI on 8 Jamuary 1957 stated the following:

"Bofore utillzation of the suggosted metting, complaints
of fatigue were received from the Dispatch and Pouch Section
personnsl who are required to stand for long pericds of time,
Since the installation of the matting, the pouch clerke have
been able to atend for a considerably longer period of time
before observing indicationa of fatigue. This would indi-
cate that the mats are beneficlal. :

"Bused upoa the above, it ia recommended that this
suggestion be adopted. The benefits of thias suggestion
are intangible but considersd to be of slight benefit
with limited applicatlon.”

C. Recommendation of the Exacutive Segretary:

Approval, Award of $10 to $25 based on intangible benee
fits (slight-limited) '

4 5 { CONFIDENTIAL
4 / .
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énmmusnm
tuggestion ¥o. 2560

Date of Suggestion: 1 Ostcber 1956

| e Cass Offieer as-12

A,

B.

Summyy of the Syggeetion:

Niggertar propased thal 3 notation be mede oh cebles identifying
the subjert of a esahle vhen not specifiselly stated. After the phrese
“END OF NESSAGE® on the standard cable form in a "no trace” reply,
ibe folloving wmid be used:

Yor RI: AS2 ell pertinent infcemation on the subject individual.
Evaluations of Conserned Offices: , '

Calef, RI an 18 Ostober 1956 stated the following:

"Investigation has shown that the prodedure outlined in the sub-~

- Jeat suggestion is of assistance to the Analysts in RI by eliminating

the netsssity for sheoking referendes, eto., to determine the subject
of ‘no trage’ eables. Nowever, because the notation insluded in the
subject suggestion is plased upon the cutgo eable mestexr before -
yrocessing through the Cable Searetariat and %wansmission, it is the
opinion of RI that the Cadble Searetariat should approve the extension
of sush a system within the Clandestine Serviess.”

 The Cable Secretarist om 26 October 1056 madm the following state-

“The Cable Secretarist conéurs in the C/FI/RI'a emlmﬁcu of
Suggestion #2560 and interposes no cbjestion to typing the suggested
‘rootnote on the eable form belov the phrase END OF MESSAGE.”

See attached memorandum for All Seniar Staffs and Arves Divisions
dated 27 Novesber 1956. "

On 20 November 1956, Chief, RI etated the following:

"The ihtangibdla benefits resulting from the subjedt suggestion
are congidered to be of slight benefit with extendsd application.
Bowerer, it is the opinicn of RI that the savings that can be re-
elized from this suggestion would be of suach a nature as to exceed
the mometary avard of betveen $50.00 and $75.00, Itls recamended
that econsidsretion be given far an svard up to $100,00.

Reoommendation of _ﬂ;g Exesutive m:

~

- Approvel. Award of $100.00 based on intangible benefits-
S Eh Propiddiuith, sadented SIRIAENEM05832A000200070031-4
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